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COMMUNITY ACTIVITIES COMMISSION 

April 6, 2021 
5:00 PM 

 
Regular Meeting Agenda 

 
Individuals wishing to attend the meeting virtually can view and participate in the meeting at the link below or 

by calling into the phone numbers listed below: 
https://zoom.us/j/93402628981?pwd=QUZ6NG96enMwa1VVNlh0Vk4yL0Jmdz09 

Meeting ID: 934 0262 8981 
Passcode: 915946 

Or telephone: 
US: +16699009128 or +12532158782 

 
A. CALL TO ORDER 

a. Roll Call 

b. Amendments to Agenda 

B. PUBLIC COMMENT ON NON-AGENDA ITEMS (time limit 3 minutes per person) 

C. CONSIDERATION OF MINUTES 

a. March 2, 2021 Regular Meeting 

b. March 9, 2021 Special Meeting 

c. March 16, 2021 Special Meeting 

D. FINANCIAL REPORT 

E. ACTION ITEMS 

a. Parks and Recreation Manager Introduction- Dean Campos 

b. Fishing Derby 

i. Special Event Permit submitted—approved by WFPD 

ii. Job delegation 

c. Town Yard Sale- June 5, 2021 

i. Change of date? 

d. 4th of July 

i. Vendor updates 

1. Online vendor forms 

2. Vendor forms submitted report 

https://zoom.us/j/93402628981?pwd=QUZ6NG96enMwa1VVNlh0Vk4yL0Jmdz09
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3. Job delegation/subcommittees 

4. Wellington Community Park Lay Out 

5. Beer Garden 

6. DJ 

e. Storage Shed 

f. Event Planning and Assignment Checklists 

F. ANNOUNCEMENTS 

a. CAC Board Members 

b. Town Board of Trustee  

c. Town Staff 

G. ADJOURNMENT 

 

Next meeting: May 4, 2021. 

2021 Events: 

a. Fishing Derby    May 15, 2021 

b. Town Yard Sale   June 5, 2021 

c. July 4th      July 4, 2021 

d. Town Clean Up   September 11, 2021 

e. Halloween Costume Contest  October 31, 2021 

f. Veteran’s Event   November 6, 2021 

g. Christmas Tree Lighting  December 3, 2021 

h. Parade of Lights   December 4, 2021 

 

 

 

The Town of Wellington will make reasonable accommodations for access to Town services, programs, and activities and special communication arrangements 
Individuals needing special accommodation may request assistance by contacting at Town Hall or at 970-568-3380 ext. 110 at least 24 hours in advance. 



 

3735 Cleveland Ave | PO Box 127 | Wellington, CO 80549 | WellingtonColorado.gov 
 

 

  
COMMUNITY ACTIVITIES COMMISSION 

March 2, 2021 
5:00 PM 

 
ZOOM 

 
Regular Meeting Minutes 

 
Below is the recording of the Community Activities Commission Work Session. This recording may only be 

available for the first 45 days after the meeting. If you are past 45 days from the date of the meeting, the 
recording may no longer be accessible.   

Meeting Recording 
 
 

Meeting called to order at 5:04 

Roll Call: All CAC board members present (Richard Bacon, Jim Lafferty, Steve Sarno, Wyatt Curtis, Linda 
Stoddard, Shirrell Tietz, Natalie Tripplet, Trustee Gaiter 

Community Guest: Kallie Cooper, Executive Director of Wellington Main Street Programs. After learning of 
the possibility of moving the July 4 parade off of Cleveland Kallie questioned several Main Street businesses; 
the overwhelming response was supportive. Comments included support of the tradition, July 4 was often the 
biggest business day of the year (which is especially important after this year's closures and limited business), 
the importance of supporting Wellington businesses over vendors, an opportunity to introduce new people to 
those businesses. Kallie stated that the opinions were not those of Main Street but rather came directly from 
businesses. Richard thanked Kallie and invited her to remain in the meeting for the upcoming July 4 discussion 
in which she could participate. 

 

Minutes: 

January 2021 minutes were approved unanimously pending the inclusion of a clarification Shirrell requested.  

February 2021 minutes were approved unanimously. 

February 2021 work session minutes were approved by by all pending the clarification of a comment made by 
Chief Pettit regarding concerns around a ditch at the Community Park. t to Hallie.Shirrell will find the 
comment that needs to be amended and forward it to Hallie 

 

Financial: 

Hallie Sheldon explained that the General Ledger separates all costs in the Town budget. The cost of Halloween 
road closure was $4000. 

 

Officer Elections: 

https://zoom.us/rec/share/dgF7AIRINFGdwBHtWvqoklUB6rMx0ZgqQo7kkXoo4fKaXpV7AjHIXsmvQWd-dvxx.WPb67WGGN8uD2oEB
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Steve nominated Richard for chair, Linda seconded, Steve moved to close nominations. After roll call Richard 
was elected unanimously as chair. 

Wyatt nominated Steve for vice chair, Shirrell seconded, unanimously elected. 

Wyatt expressed his interest in the treasurer position. 

Richard clarified the treasurer's responsibilities and how the budget process for CAC works. Wyatt expressed 
his experience at Noosa and his desire to streamline the budget process and to make the information accessible.  
Linda nominated, Steve seconded; unanimously elected. 

Trustee Gaiter clarified that voting occurs after all questions regarding nominees and any discussion or 
deliberation is completed. 

Richard nominated Linda, who declined due to other involvements. Shirrell indicated her interest in both the 
secretary and treasurer positions.  Natalie expressed her interest in the position, citing her experience as 
secretary of the PTO.  There was a motion to elect Natalie as Secretary, Linda moved, Wyatt seconded. 
Unanimously elected. Terms begin March 2021. 

 

Easter Egg Hunt: variance approval for 175 is pending. Hallie stated that variance would probably be approved, 
pending pre registration information (a Google form has been created). Steve noted that zones will need to be 
appropriately spaced to meet compliance. Wyatt noted that some people may not yet be comfortable with such 
events and it was decided that a "take home" hunt could be available for those who arrange to do so ahead of 
time. There was discussion about the large number of attendees in 2019, many of whom were still in a parking 
line when the actual hunt took place, and the demands on the Easter Bunny. Kallie noted that Main Street has 
the costume. Natalie noted that pre registration will be an opportunity for contact tracing. Town has the form 
that includes clarified information and a disclaimer. Richard made a motion that the CAC will need an Easter 
Egg Hunt work meeting. Linda moved, Steve seconded, approved unanimously. 

 

July 4 

Hallie clarified that HWY 1 requires state approval, and will cost $4000. Washington requires Town approval, 
at a cost of $2500. 

There was much discussion regarding moving the parade to Washington, the need for changes in traffic patterns 
and signage. Other discussion included community safety, tradition of the parade, access to the parade. Chief 
Pettit stated that WFD considers fire code, safety and gives feedback regarding the size and location. Moving 
events to Community Park increases options, and as the event grows it meets safety guidelines. 

Discussion regarding the comments Kallie gathered from Main Street businesses resumed. Businesses did not 
see having a presence at Community Park as a viable option to having the parade on Cleveland as doing so 
would require additional staff, brick and mortar restaurants are not set up as mobile. Kallie clarified that there 
are 62 businesses in the Main Street district. Safety concerns were discussed. Sgt Reardon , LCSO, notd that 
there are challenges regarding the parade on Cleveland, but there is a strong tradition and those challenges can 
be met. Community Park offers wide streets for access vendors, car show etc. He noted that Washington has 
advantages and disadvantages, no shade and both routes have to deal with the RR. Main Street Board of 
Directors suggested extending the route to CR 9 or turning onto 6th Street; they had concerns about heat and 
bugs at Community Park and said that mosquito spraying will be necessary. For the July 4 events, Community 
Park offers greater parking, will not require road closures, there is adequate room for the car show and there are 
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other activities for kids. Wyatt moved to keep the parade on Cleveland. Linda seconded. Roll Call: Richard, 
Steve, Jim, Linda, Natalie, Wyatt voted yes, citing safety concerns Shirrel voted no.Wyatt moved to have all 
other July 4 activities at Community Park, unanimously approved. 

 

Fireworks: Trustee Gaiter clarified that the Town Board will meet with LCSO and WFD regarding the location 
of fireworks, and they will continue discussions with the vendor. Trustee Gaiter suggested 1-2 CAC 
representatives be present at the March 16 work session for fireworks. Wyatt and Shirrell will attend, perhaps 
Richard also. 

 

Vendors: Shirrell stated she has 50+ vendors interested in July 4, 2021, booths are $30 for a 10X10, $50 for a 
10X20. Wyatt asked if the Board gets to approve the vendor list.  Shirrell replied that she sent invitations to 
previous vendors, all of whom are registered as Wellington businesses. Shirrell stated that with the exception of 
Austin Taco she tries not to "bring in something we have on Main Street". Tony Lipscomb expressed concern 
about the difficulty of getting food in 2019, the need for more food trucks this year. Shirrell stated there were 5 
food vendors in 2019. It was decided that the CAC needs a work session to discuss vendors and food trucks. 
Linda moved, Wyatt seconded, unanimously approved.  

 

Fishing Derby: Richard stated the variance permit is due 3/11. There will be registration to meet requirements. 

 

Storage Unit discussion tabled for a later date. 

 

CAC was asked if they would like to meet in person. Steve moved that face to face meetings begin in April. 
Linda seconded. Roll call: Richard, Steve, Shirrell, Linda,Jim approved. Wyatt and Natalie voted no. Hallie will 
explore the possibility of a hybrid meeting. 

 

Meeting adjourned at 6:55. 
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COMMUNITY ACTIVITIES COMMISSION 

March 9, 2021 

5:00 PM 

Special Meeting Minutes 

Below is the recording of the Community Activities Commission Work Session. This recording may only be 
available for the first 45 days after the meeting. If you are past 45 days from the date of the meeting, the 

recording may no longer be accessible.   
Meeting Recording 

 

A. CALL TO ORDER- 5:03 pm 

a. Roll Call- Richard Bacon (Chairman), Steve Sarno, Jon Gaiter (Trustee), Natalie Triplett, Linda Stoddard, Wyatt 
Schwendeman, Shirrell Tietz, Jim Lafferty, Hallie Sheldon  

b. Amendments to Agenda 

B. ACTION ITEMS 

a. 4th of July Vendor Packet Discussion- Shirrell Tietz in charge of organizing the vendors for this event. 

I. Pricing- was discussed to have the prices as $30 for a 10x10 space and $50 for a 10x20 space. Vendors would have to 
pay $25 for an operating fee and $75 for a licensing fee and be inspected by the town’s fire department. If they are 
licensed in Larimer County, they do not have to get a license in Wellington. All Food Trucks are recommended to bring 
their own generators. The only outlets located at Wellington Community Park are near the ball field. The Board all 
Approved on the pricing. 

ii. Nonprofits and Businesses- Will not charge a fee for the nonprofit booths and give a 10% discount on the fee for the 63 
businesses down Main Street that are interested in wanting a booth. Shirrell will look at the businesses registered through 
Main Street that are nonprofit to see if they are interested in having a booth. Shirrell will send the Chamber a vendor 
package to see if they would like to continue having a booth at the event. So far Toys for Tots are interested in having a 
booth at the event.  Voted to Approve the package:  1st Linda, 2nd Wyatt, and then the whole Board voted and Approved 
with a Yes from everyone in attendance. 

A First Aid Booth was discussed to have at the event with items such as water, Gatorade, and Band-Aids.  

b. Easter Egg Hunt- April 3, 2021 

I. County Approval- pending- Richard asked if the County Approved the event and Hallie is in communication with the 
County Health Department and waiting on an email.   

The town’s communication/media employee Mahalia Henschel is working on a form for people to preregister for the 
event so that we will have a crowd limit with the county rule up to 1,000 people in attendance. 

ii. Special Event Fee to WFPD- The 2021 Special Event fee from the Fire Department will be $400 for the year.  

https://zoom.us/rec/share/BQS5digU2rPvqSFmnSn0vl4FrizCeUrRORDGcEhVxVGzTys4iX_T-zjUQtET_FIx.CQdVa0o-UJHXWT1O
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iii. Volunteers- Will be 4 areas/zones to work at within the event. Check in time was discussed between 12:00-1:00 pm 
and event starts at 1:30. Zone 1 will be ages 3 and under- Shirrell. Zone 2 4 to 5 years old-Lafferty. Zone 3 6 to 7 years 
old- Wyatt if he is not the Easter Bunny. Zone 4 7 to 9 years old- Jon and Natalie. Info/First Aide Station- Hallie. Parking 
Lot- Linda with 3 volunteers. Shirrell spoke to John from Trailhead church about getting volunteers for events and he 
could help us with 20 volunteers.  

iv. Job delegation- Richard will have the Bull horn to speak to the public when the event starts.  

Richard will reach out to McDonalds and Taco Johns for coupons to hand out at the event.  

The CAC shed has pails and stuffed animals that can be handed out at the event for the kids.  

No Food Permitted at the event.  

Steve will reach out to the Fire Department about having the Easter Bunny ride into the event on one of their fire trucks.  

Mahalia designed two different flyers for the event and the board reviewed them and wanted to add that the public bring 
nonperishable food items to donate to Harvest Farm so that The CAC does not get charged to use their property for the 
event. Suggested to add the preregister and times, with cut off registration date being the day before the event.  

v. Small Take Home bags- to be decided to see if there are any left from the amount of people who will be registering. 

c. Fishing Derby- May 15, 2021 

I. Special event permit due March 16, 2021 

Location will be the park with the two ponds on the east side of the interstate by The Park Meadows housing 
development.  

Event time will be from 8 am to 12 pm. 

Richard is reaching out to Scheels and Jax’s sporting goods stores for fishing poles and bait to donate to the event and the 
stores have requested a flyer as proof of the event happening.  

Kids 16 and under get the free fishing poles. 

The Wellington-Waverly Kiwanis Club will be volunteering to clean the caught fish the day of the event. 

Fish will be dumped in the ponds 3 to 4 days before event and signs will be posted around the ponds letting the public 
know not to fish before the event.  

C. ANNOUNCEMENTS 

a. CAC Board Members 

b. Town Board of Trustee 

c. Town Staff 

D. ADJOURNMENT- End time was 6:11 pm. 

3735 Cleveland Ave | PO Box 127 | Wellington, CO 80549 | WellingtonColorado.gov 

Next meeting: April 6, 2021. 

2021 Events: 

a. Easter Egg Hunt April 3, 2021 

b. Fishing Derby May 15, 2021 

c. Town Yard Sale June 5, 2021 
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d. July 4th July 4, 2021 

e. Town Clean Up September 11, 2021 

f. Halloween Costume Contest October 31, 2021 

g. Veteran’s Event November 6, 2021 

h. Christmas Tree Lighting December 3, 2021 

I. Parade of Lights December 4, 2021 
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COMMUNITY ACTIVITIES COMMISSION 

March 16, 2021 

5:00 PM 

Special Meeting Minutes 

Below is the recording of the Community Activities Commission Work Session. This recording may only be 
available for the first 45 days after the meeting. If you are past 45 days from the date of the meeting, the 

recording may no longer be accessible.   
Meeting Recording 

 

A. CALL TO ORDER 

a. Roll Call- Richard Bacon- Chairman, Steve Sarno, Linda Stoddard, Jim Lafferty, Shirrell Tietz, Natalie Triplett, Wyatt 
Schwendeman, Hallie Sheldon, Jon Gaiter- Trustee 

b. Amendments to Agenda- None 

B. ACTION ITEMS 

a. Easter Egg Hunt- April 3, 2021 

I. County Approval- approved for 175 participants- Was not approved by the county to hold the event with the number 
of people and other reasons. 

Steve Sarno proposed us as the board to continue with the event on the grounds of the First Amendment and allowance to 
gather. This decision will be brought to The Board of Trustees for them to decide on whether or not to go forward with the 
CAC putting this event on with their March 23rd meeting. 

We would have to move locations from Harvest Farm to The Wellington Community Park because Harvest Farm can only 
host it if the county approved it. 

Motion to go forward with still having the Easter Egg Hunt event: 1st Steve and 2nd Shirrell. Everyone on the Board except 
Linda and Wyatt voted Yes in going forward with doing the event. The voting was passed.  

ii. Alternates to reach community- If the Trustees vote no on continuing with the event, these are plans on what to do 
with the prestuffed eggs. 

1. Drive thru Easter Egg Bags- Jim spoke to Eyestone’s Principal Kristin Broadbelt and the school’s police officer about 
using Eyestone’s property to hand out bags of eggs to families and they approved in doing this plan. 

2. Distribute to school, Boys & Girls Club, Food Bank, etc.- This was declined. 

3. Other options? 

Motion to do the drive up/pick up bag of eggs to families that are interested on Eyestone’s property: 1st Shirrell and 2nd 
Jim. All board members approved this decision. 

C. ANNOUNCEMENTS 

https://zoom.us/rec/share/J0xDVN88BjlabJSs9ROe1q4j_-4QKWvBAfhGGGHAW9489oQ81mENmmJc-5BMvGWl.4lSaPUq3fjkoBdqZ
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a. CAC Board Members 

b. Town Board of Trustee 

c. Town Staff 

D. ADJOURNMENT at 5:20 pm 

Next meeting: April 6, 2021 

 

2021 Events: 

a. Easter Egg Hunt April 3, 2021 

b. Fishing Derby May 15, 2021 

c. Town Yard Sale June 5, 2021 

3735 Cleveland Ave | PO Box 127 | Wellington, CO 80549 | WellingtonColorado.gov 

d. July 4th July 4, 2021 

e. Town Clean Up September 11, 2021 

f. Halloween Costume Contest October 31, 2021 

g. Veteran’s Event November 6, 2021 

h. Christmas Tree Lighting December 3, 2021 

I. Parade of Lights December 4, 2021 

 

 



Budget 
Expense 

2019

Actual 
Expense 

2019

Budget 
Expense 

2020

Actual 
Expense 

2020

Budget 
2021

Easter Expenses
Advertise with a Follow-up $150.00 $360.00 $400.00 $400.00
Banner & Signs $50.00 $68.78 $100.00 $100.00
Face Paint & tools $150.00 $314.70 $350.00 $350.00
Napkins, Cups & Punch $100.00 $64.96 $100.00 $100.00
Cookies & Punch $200.00 $80.46 $150.00 $150.00
Plastic eggs & candy/prizes- 8000 $1,190.00 $1,581.13 $1,500.00 $1,500.00
Port-A-Potties $500.00 $375.00 $1,125.00 $1,125.00
Bunny Costume $60.00 $59.07 $60.00 $405.98 $60.00
Thank you Harvest Farm $75.00 $35.51 $75.00 $75.00
4-H Volunteers $100.00

$2,475.00 $3,039.61 $3,860.00 $405.98 $3,860.00
Fishing Derby
Fish $1,000.00 $1,000.00 $1,100.00 $1,100.00
Advertising $200.00 $200.00

$1,000.00 $1,000.00 $1,300.00 $0.00 $1,300.00
Town Yard Sale

Suppies $100.00
$0.00 $0.00 $0.00 $0.00 $100.00

4th of July 
Banner & Signs $250.00 $140.00 $250.00 $250.00
Rent of 5 Inflatables & 5 employees $4,000.00 $2,350.50 $4,000.00 $4,000.00
ASCAP License Fee $50.00 $50.00 $50.00 $50.00
Bands $500.00 $450.00 $500.00 $500.00
Announcer & Judges $300.00 $120.00 $300.00 $300.00
Food vouchers/T-shirts $500.00 $500.00 $500.00
Decorations, prizes, day of event stuff $400.00 $29.88 $400.00 $400.00
Generator / Water Truck (vendor power) $700.00 $2,440.75 $700.00 $700.00
Trash & Port-A-Potties $3,050.00 $2,260.00 $3,050.00 $3,050.00
Traffic Control $4,000.00 $4,200.00 $4,500.00 $4,500.00
Beer Garden Insurance (1/2 of total) $500.00 $500.00 $500.00
Trophies for parade - 9 $350.00 $270.00 $350.00 $350.00
Ice Cream, etc $700.00 $538.20 $0.00 $0.00
To Fishing Derby for Fish 4/2/19 -$500.00
Golf Cart (2) $100.00 $200.00 $200.00
Car Show $4,000.00 $4,000.00

$14,800.00 $12,949.33 $19,300.00 $0.00 $19,300.00
Town Clean Up

Electronic Recycle/Shredding $250.00 $52.05
Centralized Trash removal (Dumpster Diverz) $900.00 $0.00
Advertising $250.00 $140.00

$1,400.00 $192.05 $0.00 $0.00 $0.00

September 11 2021

April 3 2021

2021 CAC Proposed Budget

May 15 2021

June 5 2021

July 4 2021



Halloween Costume Contest
Prizes purchased $250.00 $157.04 $250.00 $250.00
Advertising $200.00 $395.16 $200.00 $200.00

$450.00 $552.20 $450.00 $0.00 $450.00
Veterans Events 
  Food $400.00 $551.06 $400.00 $400.00
  Advertising $400.00 $320.00 $400.00 $400.00
  Flags $100.00 $41.64 $100.00 $100.00
  Soldier plaques/appreciaiton gifts $500.00 $175.00 $500.00 $500.00
  Misc. items,, decorating $700.00 $14.99 $700.00 $700.00
Fishing Derby for fish 4/2/19 -$500.00

$1,600.00 $1,102.69 $2,100.00 $0.00 $2,100.00
Christmas Parade/Tree Lighting

Thank You Gift - Dee and judges $300.00 $125.00 $300.00 $300.00
Parade Winners $300.00 $225.00 $300.00 $300.00
Advertising $300.00 $140.00 $360.00 $360.00
Traffic control $4,000.00 $0.00 $4,200.00 $4,200.00
Hot Chocolate & cookies

$4,900.00 $490.00 $5,160.00 $0.00 $5,160.00
MISC

Banner Replacement $500.00 $500.00 $500.00
Newspaper Ad for Open Position $200.00 $200.00 $200.00
Social Media Maintenance $240.00 $240.00 $240.00
CAC Volunteers
Folding Tables/Canopies $1,113.91 $500.00 $500.00
Event Fee $300.00 $300.00

$940.00 $0.00 $940.00 $0.00 $1,740.00
Grand Total $27,565.00 $19,325.88 $33,110.00 $405.98 $34,010.00

Town Break down on their books 
2020 Budget

Car Show  - #5190 $4,000.00 
CAC Programs - #5192 $25,410.00 
Traffic & Crowd Control  - #5193 $4,500.00 
for the Christmas parade

$33,910.00 

There is an increase of $1500.00 to the budget.  $1400.00 for the Fall Clean up and $100.00 for yard 
sale supplies.  I have added a line item and changed the Christmas Parade/Tree Lighting.  There 
should be $$ for this event to cover hot choc and cookies.

I have included the Traffic control ($4500.00) and Car show ($4000.00) in our over all budget.  
The town may choose to put these funds in different GL accounts like last year.

October 31 ,2021

November 6, 2021

December 3, 2021
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EVENT PLANNER TEMPLATE

EVENT TITLE

EVENT DATE EVENT TIME

EVENT LOCATION

EVENT DESCRIPTION

COORDINATOR NAME

COORDINATOR ORG

TELEPHONE

"DAY OF" PHONE

FAX

EMAIL WEBSITE

ADD'L CONTACT NAME ADD'L CONTACT EMAIL

CONTACT PHONE 1 CONTACT PHONE 2

TARGET AUDIENCE

MESSAGING

OBJECTIVES

MILESTONES,  
BENCHMARKS, AND 

MEASURES OF SUCCESS

RISK MITIGATION

RISK MANAGEMENT

IDENTIFIED RISKS

MAILING ADDRESS

E V E N T    O V E R V I E W

E V E N T    C O O R D I N A T O R     I N F O R M A T I O N 

E V E N T    S C O P E



DATE COMPLETED PARTY RESPONSIBLE

GUEST AND PARTICIPANT FEEDBACK / REVIEW SYSTEM DEVELOPED

ADA ACCESS

HOUSEKEEPING

EVENT FLOOR PLAN / SET-UP

GUEST GREETERS / USHERS

REGISTRATION AREA AND PROCESS

TASK

T A S K    C H E C K L I S T   +   D E L E G A T I O N 

PRINT ADVERTISING 

RADIO / TELEVISION ADVERTISING

MEDIA ADVERTISING

PROGRAMS / CATALOGUES

PROMOTIONAL GIFTS

EVENT SIGNS / SIGNAGE

INVITATIONS SENT

SPONSORSHIP OBTAINED

LOCATION SECURED

PERMISSION REQUESTED

PERMITS ISSUED / REQUESTED

PARKING / TRANSPORTATION LOGISTICS 

PRIZES / GIVE-AWAYS

DECORATIONS / FLORAL

SEATING

TABLES / LINENS

GLASSES / DISHES / FLATWARE / NAPKINS

FOOD / MENU / DIETARY CONCERNS ADDRESSED

BEVERAGES

ADDITIONAL STAFF

SECURITY / FIRST AID

RSVP PROCESS DEFINED

INVITATIONS COMPOSED / PRINTED

TEAM IDENTIFIED

FUNDING SOURCED

EVENT ENTERTAINMENT / SPEAKERS CONFIRMED

TALENT REHEARSALS SCHEDULED

INVITE LIST COMPILED



EQUIPMENT REQUIRED

LIGHTING

SOUND

MICROPHONES

STAGE

PODIUM

BACKGROUND MUSIC

DESCRIBE STAGING SET-
UP AND REQUIREMENTS

A/V POINT OF CONTACT A/V PHONE

A/V EMAIL ADDITIONAL STAFF

DESCRIBE ANY 
ADDITIONAL SET-UP 

REQUIREMENTS

OBJECTIVES MET?

BUDGETARY 
CONSTRAINTS MET?

UNINTENDED POSITIVE 
OUTCOMES?

UNINTENDED NEGATIVE 
OUTCOMES?

FEEDBACK ANALYSIS

STAFF AND VENDOR 
EVALUATION

REVIEW OF 
MEASUREMENTS FOR 

SUCCESS

CELEBRATION & THANK 
YOUS TO TEAM , STAFF, 

VENDORS, GUESTS, ETC.

P O S T - E V E N T    E V A L U A T I O N

S P E C I F I C A T I O N S

COMMENTS:  AVAILABLE IN-HOUSE, SPEAKER WILL PROVIDE, ETC. 
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